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(1) Basie Supervision #31, a sssaior presentation of the 
Supervision cour se fo r GS 12-14, was completed on 17 May, — Of 

students, were from S©/P, from SD/S, and 

from BD/l. f inal session of this course was held in the 
Direct o r * ** C onf erence Bom with Mr. Kirkpatrick the chief 
contributor. Bure® committee reports from the class on current 
prob lems in the Agency were given and Mr. Kirkpatrick addressed 
to these points. Mr. Baird and Mr. Gordon Stewart also 
spoke to this group earlier in the course. 

( 2 ) is now working on the material for the Fl/RI 
special course for night shift supervisors. Hast week she will 
spend one evening visiting the area sad talking with the people 
involved . 

(3) Basic Supervision #32 for GS 9“H i® oversubscribed 
aw l win be run from 3~1^ 

(4) On Friday afternoon, 17 Msay, _____ attended one 

of the training sessions being sponsored by "toe Management Staff. 
IMs one was on the subject of Work Measurement, and the speaker 
was Mr. Timoshonkel of the Veteran® Administration. She subject 
was well handled, but at this time the implications for draining 
se& & to be twos (a) an increased emphasis on this topic in the 
supervision course and (b) a further study of the areas of this 
Agency where sore direct applications of work measurement pro- 
eeduTes might be mde . 

( 5 ) a class session in Basie Management 
for the first time on Friday, 17 May. 
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Orientation 


(1) Sie schedule for Intelligence Orientation #10 Sms been 
completed sad all guest speakers, with on© exception, have 
Signif i ed their willingness to attend. The exception is Ms*. 

the speaker on Personnel Support, who will be 
on mili tary duty. Mr. Gordon Stewart has been asked to speak 
on this topic and hi© answer is being awaited. Although 
jfessQ ri&l Bay has caused several shift® in the schedule, it has 
not been necessary t© oasit any lecture ©r s®Bismrs. 

( 2 ) is being briefed by ©ambers of the , 
Staff aw TmH Srfe-periSining to the Intelligence Cc*ninity and 
CIA. This briefing i® in addition to his attendance at te© 
Introduction to Communism phase. 

(3) She pamphlet entitled "She Intelligence Co mmuni ty and 
Saticnal Security" has been printed and bound. Copies were 
sent to the Strategic Intelligence School on 21 May. 
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pgaa-tmg Bmprovement #35 began Wednesday, 15 May, with |_J 
students enrolled. *Pb e student© core from the following Offices: 
BD/l, pO/pJ HD/S, I students were previously 

enrolled , but] cancelled before the course started. 'Shis 
qBaas is divided into a ©sraing section and an afternoon section 
<aT*fl ia the second esgserlmental course meeting for two hours a 
day for terse end one-half weeks. 

D. Administrative Training 

(l) Budge t ftvtd Finance Procedures #2 started on McsraSay, 

SO May, with an enrollment of students. Shi® enrollment i® 
an encouraging indication teat tee first presentation met Area 
Division needs. 

g&v® ©'fcuden'fc© 

from tee BSsdie&l Staff tittering in cable and dispatch communica- 
tions. *»*» students were not tested because they had only a 
minimu m amount of instruction and, in addition, they did not 
have sufficient organimtional background to properly take a 
cable or dispatch test. 

S. Clerical Training 

(1) During tee week ©f 13 May tear© were people in 
Cleric al Induction and people in Clerical Orientation. 
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(2) She restate of the official Agency test® administered 
by Clerical Induction to entrance-on-duty employees for the wedc 
of 13 May were as follow®: Of people tested, in shorthand, 
qualified; of people tested in typewriting, qualified. 

(3) The results of the Clerical Stills Qualification Test® 
given by Clerical Refresher Training on 20 May were a© follows: 

Of people tested in shorthand, qualified; of ^people 
tested in typewriting, qualified. 

/jj.\ I instructed employees from ORB on 

l6 May in Idle mechanic© and' operation of the Executive IBM 
Typewriter. These girls showed a great deal of interest 
and appreciated this special training. 

(5) Tfee edght-week Mon-Clerical Basic T y pewri ting Class 

taught byf ended on 17 May. I 1 out of 

trainees completed this class, which was given 
mornings from 0730 - 0815- A technique of keeping tee student's 
attention focussed on tee instructor, and Ms eyes aw from the 
keyboard, known as tee Chalkboard technique, was used for tee 
first time to introduce the type^iter keyboard. With this 
ay frh pfl it was possible to cover tee alphabet in the first week. 

In tee last four weeks of training five-minute teste were ' ’ 

n«hA majority of tee trainees acquired a typing speed in tee high 
20°s and seme succeeded in reacMng the 30”8. In other word®, 
in two months of out-of -hours training, most of the students 
learned enough about typewriting to use it as an aid in their 
Jobs. 

P. Intelligence Training 

fll first Americans Abroad course on South Asia ^S 3 - 51 

Monday, 20 May, with people and their dependent®, tfite 

tee exception of one dependent, all are Agency employee®. Mr. 

participated in this course lecturing on tee geography 
end climate of Pakistan, India, and Ceylon. 

(2) students completed tee __ { 

course on Friday, 10 May. I [ were from DD/P, ^frraa DD/I, 

from 0TR, and three from Army Map Service. In addition, 
there were auditor® from DD/P, three from FSl/State, and 

two from Army/ACSI. 

(3) Intelligence Research (Maps) is in it© final week. 

Students are engaged in map research and preparation of a staff 
etudy on their individual economic intelligence problems. On 
Friday each will discuss hi© assignment before the 

class, with tee aid of graphic®, and demonstrate tee methodology 
and te chni que® used in reacMng his conclusions . 
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(1*) She 


students enrolled in Writing Workshop $13 


i Xa© ptruuxauvo — « ” ' 

finished the course ©lursday, l6 fey* Student critique© ®er® 


generally favorable 


(5) 


again discus© OSI training needs. j— , . , - . 

work on the Research ‘i&chnique© course and Sia® completed about 

one- third of it. 

6. C%R Orientation Officer 

(1) ®sie CIA Introduction was conducted for| ^people on 

20 fey. 

(2) On 21 fey the Foreign Service Officer Briefing ms 
conducted for 33 Foreign Service Officer®. 

(3) At the request of BD/P, a special orientation on the 
BD/P was conducted on 15 fey the benefit of ah individual 
transferring from the W/l to the BD/P and being sent at once 
into the field. 

/M on 17 May Captain ©layer of the Assay Intelligence 

* * \ M I _ m/1 • JT 3\ J 


met this week w ith OSI rep resentatives to 

_ I I J M mAHkAtl W1l4 M r? It 


is continuing hi® 
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Center came to office to discus© the Dependent© 0 

Brief ing . He is primarily interested in a security briefing for 
the dependents ©f their Intelligence Officers going overseas; 
thus. "Sue discussion centered around presentations mad® in me 
Dependents* Briefing by the Security Office and the Cl Staff. 

H. Instructor graining 

began 20 fey with 

ed. j 7 of the students a 

tionSj 
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Instructional techniques $26 began 20 fey with _ students 
enrolled. of the student s are fr om the Office of Gesaauniea- 

from FB/PP, and 


from Logistics. 


I. Visual Aids Staff 

2h® weekly report of VAS is attached. 
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returned from military duty on 25X1 


Monday, 20 fey. 


B. 


not expected back 


been ill with fever since 


and is 
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